PASS DCD 2.1
Topic 4: Unit Information

Topic 4: Unit Information

Introduction:

This topic will demonstrate how to add and edit unit information using the PASS DCD 2.1
software.

Walkthroughs:

Walkthrough 8 - Add Unit Information
Walkthrough 9 - Edit Unit Information
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Walkthrough 8: Add Unit Information

Step 1: Single-click the Building/Unit Information tab.

The Building/Unit Information screen opens.

ﬁ Inspection Number: -388

Eropery Infarmation Building / Unit Froperty Inspectable Check / Prepare {
Information lterns Impor

Building Number 1 *Building Name |.z\_,-p,m

*Construction Year Ig?s— *Building Type Ing Rise/Garden Apartment _-r_l

*Units In Building Ij *Reason Uninspectable INnne Frtered ﬂ

Units In Sample 2
Sample Units IE,EAItemates: 1,54 :‘i

Buildingz On File For This Inspection
Building Number |Building Mame Building Type |Reasun Uninspectable In Sample
2 Orrega | Corraon Building | None Entered YES
bl Alpine L |Low RiseiCarden A:anne Entered YES
p
Add Building |  EditBuilding | Delete Building |
h? Help Exit
Address Info | Units | Generate Samplel
L
Step 2: Single-click the applicable building number under the Building Number
column.
Step 3: Single-click the Units button.

The Unit Information for Building screen opens.
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. Unit Information for Building: [1-Alpine)
* Unit Number * Unit Type I __]
Occupied r * Reason Uninspectable I _J
Sample Units JE,BAItemates: 154 :]
Add Unit Close
Cr ] S|
K Help Form
Step 4: Single-click the Add Unit button.

The unit information fields become active to add a unit.

. Unit Information for Building: [1-Alpine)

* Unit Number * Unit Type I

Occupied i * Heason Uninspectable INDI‘LE Fntered :J

Sample Units JE,BAItemates: 1,354

Save Unit Cancel AddfEdit

k2 Help

O U.S. Department of Housing and Urban Development Page 4-3
11/24/99 Version 1.0



PASS DCD 2.1
Walkthrough 8: Add Unit Information

Step 5:

Step 6:

Enter unit information in the applicable fields.

Single-click the Save Unit button.

The Unit Information for Building screen re-opens. The units on file for the
building are now indicated on the screen.

. Unit Information for Building: [1-Alpine)

Occupied

* Unit Number

101

* Unit Type IZ Bedrootn

Sample Units I2,3A1temates: 1,54

* Reason Uninspectable INDnr: Frtered _-J

Unitz On File For Thiz Building
Unit Mo. Occupied Unit Type Reazon Uninzpectable
b |101 [w] 2 Bedroom Homne Entirfd
108 vl Il Bedroom Mone Entered
Add Unit Edit Unit Delete Unit I
A? Help Close
7 2 Form
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Walkthrough 9: Edit Unit Information

Step 1: Single-click the Building/Unit Information tab.

The Building/Unit Information screen opens.

ﬁ Inspection Number: -388

Eropery Infarmation Building / Unit Froperty Inspectable Check / Prepare {

Information [terms Import
Building Number 1 *Building Name |,z~_,'pmﬂ
*Construction Year Izg?s *Building Type |L,ow RisefGarden &partment _-r_|
*Units In Building Ij *Reason Uninspectable INnne Frtered ﬂ
Units In Sample 2
Sample Units IE,EAItemates: 1,54 :‘i
Buildingz On File For This Inspection
Building Number |Building Mame Building Type |Reasun Uninspectable In Sample
2 Orrega | Corraon Building | None Entered YES
bl Alpine L |Low RiseiCarden A:anne Entered YES
p
Add Building |  EditBuilding | Delete Building |
h? Help Exit
Address Info | Units | Generate Samplel
L

Single-click the applicable building number under the Building Number
column.

Step 2:

Step 3: Single-click the Units button.
The Unit Information for Building screen opens.
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. Unit Information for Building: [1-Alpine)

* Unit Number [i77] * Unit Type |: Bedroom 7l
Occupied v * Reason Uninspectable INDnE Entered _-J
Sample Units Iz, 3 Alternates: 1, 5,4 j

Units On File For Thiz Building
Unit No. Occupied Unit Type Reazon Uninspectable
b |101 [w] 2 Bedroom Hone Entirfd
108 [w] I1 Bedroom Hone Entered
Add Unit Edit Unit Delete Unit I cl
k2 Help | =0%€
= Form
Step 4: Single-click the applicable unit number under the Unit No. column.
Step 5: Single-click the Edit Unit button.

The Unit Information for Building screen opens.

NOTE: TODELETE A UNIT, SINGLE-CLICK THE DELETE UNIT BUTTON AFTER SELECTING A
UNIT TO DELETE. SINGLE-CLICK THE YES BUTTON WHEN THE MESSAGE BOX APPEARS
ASKING TO VERIFY DELETION.
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. Unit Information for Building: [1-Alpine)

* Unit Number [f01 * Unit Type |2 Bedroom =]
Occupied i * Reason Uninspectable INDI‘LE Fntered _-J
Sample Units Iz, 3 Alternates: 1,35, 4 j

Save Unit Cancel AddfEdit
k2 Help
Step 6: Edit unit information in the applicable fields.
Step 7: Single-click the Save Unit button.
The Unit Information for Building screen re-opens.
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